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In view of ever-changing international and domestic situation, China's university 
are faced with many construction challenges, such as the university reorganization, 
merger, and multi-campus, multi-discipline education, etc. All of those bring new 
problems and challenges to the president′s offices, hubs of the universities. As tasks 
multiply, the difficulty further increases. The clerks, who need not only deal with a lot 
of routine work, but also cope with emergency, often fall into a passive state. 
In order to regain the initiative of the clerks, a sound and standardized 
management system of the president′s office is required, so as to enhance efficiency 
of the whole office and then to spur the standardization process of other functional 
departments, so as to raise the overall management level of the university eventually. 
Therefore, the core issue of this paper is how to promote the standardized 
management of the offices in universities. 
However, there is no mature solution at present on the standardized management 
of the president′s office in the theoretical circles of higher education. In addition, there 
is very little school-based institutional research, therefore, this study is pioneering to a 
certain extent. 
The body part of this thesis paper is divided into five chapters, not counting the 
conclusion and appendix. 
The first chapter of the paper is the introduction, which defines the basic 
concepts involved, describes the relevant literature, and introduces research thinking, 
methods, significance and innovation. 
The second chapter starts with the historical origin and theory of standardized 
management of the office, which aims to state the necessity and significance of 
standardized management being carried out in the president′s office in university. 
The third chapter analyses the common problems in the management of the 













bureaucracy, management system, and administrative staff. 
The fourth chapter analyses the basic situation of standardized management in 
Ningde Normal College through case study, and points out the main problems. 
The fifth chapter states that a complete standardized management system of the 
president′s office in university should include the following six parts: institution 
system, responsibility system, target system, monitor system, evaluation system, and 
reward and punishment system. The paper further states the construction of 
standardized management system of the president′s office by introducing the six 
systems above. 
The innovation of this study is that taking Ningde Normal College as an example, 
it develops the reform program according to the university actual need, which is 
highly targeted, and is able to solve the existing problems in the management of the 
president′s office in university to a certain extent. 
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